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Reverse Goods Receipt and Cancel Order 
Updated February 27, 2026 

Purpose 

If a purchase order needs to be cancelled and it has been auto received but not invoiced, follow 

the instructions below. 

Procedure 

Click on B&I Classic UI.  

 

 Click Manage, then Receive. 

 

 Enter the purchase order number, select All, then click Search. 
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Click Reopen Order (button will briefly turn blue in color). 

 

Click the Reopen Order button again and click Receive Manually. 

 

Click the Receipt ID number in composing status. 
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Enter minus (-) next to the mount that needs to be reversed (e.g., -1). Click Update Totals. 

 

Click the Submit button twice. 
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Click the SAP Ariba Buying browser tab to return to Guided Buying and click Your Requests. 

 

Search for the PR associated with the PO being cancelled. Click the drop-down arrow Last 3 

months and select All. If needed, enter the PR number and click Search. 

 

Click the PR Number. 
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Click Cancel Request. 

 

Comments are optional. Click Cancel Requisition. 

 

The order will be cancelled. 

 


